
SAM Registration – Have vendors use the following website:

https://www.sam.gov

Steps for New Registration

 Log in to SAM

 Have vendor “CREATE User Account” - Individual Account Details

 Enter Personal information

 Create User ID & Password – select and answer security questions

 Click Done

 Vendor will receive a verification email from SAM within 5 to 10 minutes

o Vendor will click on link in body of email – SAM launches

o Vendor will enter User ID & Password Created to verify account

Registering A New Entity within SAM

 Click on Register/Update Entity – Register a New Entity

– Start Registration

Each prompt must be answered….

CORE DATA

 Type of entity - Business or Organization

 Purpose of Registration – Yes – Next

 Do you wish to bid on contracts? Yes – Next

 Confirm Purpose – Next

DUNS Information

 DUNS Number –Enter Duns #

 D&B Legal Business Name – Enter exactly as listed with D&B

 DUNS Physical Address – Enter exactly as listed with D&B

 Click NEXT

**Note – If not exactly like D&B – Vendor will not be allowed to register – Contact D&B at

866 705 5711 to find how entered**

 Verify DUNS - SAVE & Continue



BUSINESS information

 Business Start Date – Enter MM/DD/YYYY

 Fiscal Year End – Enter MM/DD (When does the vendor close their books?)

 Create a MPIN – 9 Characters – Numbers/Letters – No special characters (Copy)

 Verify Physical Address

 Mailing address – Copy Physical Address or mailing address if different - Enter

 Tax Id number Type – Select EIN or SSN

 Enter TAX ID

 Save and Continue

IRS CONSENT

 Enter Tax Payer Name (Exactly as on file with the IRS)

 Click Copy Mailing Address

 Enter last year that Taxes Filed

 Individual Executing Consent – Enter Owners name

 Title – Enter Title of Executing Consent Name

 Type or Paste in the MPIN

 Save and Continue

CAGE Code

 Does Entity have CAGE – No

 Save and Continue

GENERAL INFORMATION

 Make sure that the following have appropriate answers - -

 First one can be Not Applicable, LLC or Subchapter S – the others

normally do not apply to our vendors

 Second one - - MAKE SURE it is NOT “tax exempt”



 Third one - - For Profit

 After verification – Save & Continue

FINANCIAL INFORMATION

 Does company accept CC – Answer appropriately – Yes or No

 Account Type – Select Type (Checking or Savings)

 Enter Routing Number

 Enter Account Number

 Enter Bank Phone number (ACH US Phone) Format - (XXX)XXX-XXXX

 Enter Vendors Address under Remittance Address

 Save and Continue

 Executive Compensations – No – Save & Continue

 Proceedings – No – Save & Continue

 Information Opt-Out – (Answer either way) – Save & Continue

 Review Core Data – Save & Continue

ASSERTIONS

 NAICS codes

 SEARCH NAICS

o Enter NAICS code,

o Click on SEARCH, when it populates, click on it once, then select ADD)

o Click the Circle to make Primary NAICS Code

o After verification – Save & Continue



SIZE METRICS

 Enter Total Receipts – Just numbers – No commas (Example: 1000000)

o Make sure totals match in World Wide & Location

o After verification – Save & Continue

 EDI Information – No – Save & Continue

 Disaster Relief Information – No – Save & Continue

 Review Assertions – Save & Continue

REPRESENTATIONS & CERTIFICATIONS

EACH QUESTION MUST BE ANSWERED – Vendors must be asked the

questions!

Example of Answers provided by one of our GSA Vendors are listed below –

NOTE: Vendors will need to provide their own answers…Question 1 is the

owner or persons responsible for writing BIDS - -Keep in mind – the answers

provided in this document are only EXAMPLES and not be assumed as the

correct answers for other vendors. At the end of each section, click SAVE &

CONTINUE:















 Review Representations & Certifications

o Click on the “Acceptance of Terms”

 Save & Continue

POINTS OF CONTACTS

 Electronic Business POC

o Enter First Name

o Enter Last Name

o Enter Email address

o Enter Phone & Fax numbers – Proper Format Required – (XXX)XXX-XXXX

o Enter Address, City, State & Zip Code

 Government Business POC (Same as above)

o If information is the same, click on COPY – and select Electronic POC

o Verify with vendor who would be the POC responsible for maintaining the SAM

account – ONLY the GOV POC can contact and/or make changes to CAGE

 Accounts Receivable POC (Same as above)

o If information is the same, click on COPY – and select Electronic or Government

POC

 OPTIONAL POCs - - SAM does not require optional POCs - - Do not enter.

 Save and Continue



SBA Supplemental

*Advised by PTAC that this is important to complete; however, is not mandatory

in order to complete SAM update - If you choose to complete, follow the below

instructions – If not, just click on Save and Continue to bypass*

 Click on Register or Update SBA Profile

 Click Next

 Type in specific details on work performed by vendor



 Enter Name of person Certifying information – Owner

 Click Save/Next

 Verify information on next page

 Click Next

 Enter Business website

 If none, Click Save/Next

 Verify information

 Click Next

 Enter Owner information

 Click Save/Next

 Enter information that applies

 Click Save/Next

 Enter NO for exporter

 Click Save/Next

 Enter info if desired, otherwise leave blank – click Save/Next

 Next

 Click Exit

 Page will EXIT

 Click back over to SAM

Click on SAVE & Continue

Entity Review – SUBMIT

(If all blocks were completed – Vendor has been submitted for update)

New Registrations will take from 7-10 business days. Inform the vendor to let

you know if they receive any email correspondence which states they “failed”

any part of the registration. Check in SAM for updated progress. If Vendor

shows “Fail IRS consent, contact Vendor and have them update their IRS

Consent page with correct Tax Payer Name; If Vendor has been submitted to

CAGE for more than 3 days, have the vendor contact the CAGE helpdesk at 877

352 2255 or email to dlacontactcenter@dla.mil. Any other issues - follow up

with the SAM HelpDesk at 866 606 8220


